\

Maryland State Archives

Hall of Records Commission Meeting Minutes

£&® June 14, 2016, 12:00 noon

224 Electronic Classroom, Maryland State Archives

The Sparrow Seal

Agenda

Call to Order by Chair

Opening Remarks/Special Announcements

Reports & Minutes of Previous Meetings

Special Meetings, Advisory Boards & Celebratory Events
Records Retention & Disposal

State Archivist's Report

Recent Gifts, Deposits, & Acquisitions

Forthcoming Special Meetings of the Commission & Events of Interest
Old Business

New Business

Next meeting

Adjournment


http://msa.maryland.gov/msa/mdmanual/07leg/html/sparrow.html

Maryland State Archives

Hall of Records Commission Meeting Minutes

June 14, 2016, 12:00 noon

Electronic Classroom, Maryland State Archives

Agenda with Details
Call to Order by Chair - The meeting was called to order at 12:15 p.m.

Attendees
http://msa.maryland.gov/megafile/msa/stagsere/se1/se14/000000/000043/hrc_spring 2016 attende

es.pdf

Morgan State University was not represented at the meeting. Susanne Brogan, representing the State
Treasurer, attended by telephone.

Opening Remarks/Special Announcements

As June 14th is Flag Day, the Chair led the assembled group in the Pledge of Allegiance. The Chair
then called for a moment of silence in remembrance of the victims of the June 12th terrorist attack in
Orlando.

Special Guests

Pamela Q. Harris, Maryland State Court Administrator
Jean Russo, President, Friends of the Maryland State Archives

Tim Baker welcomed the special guests to the Commission meeting.
Reports & Minutes of Previous Meetings

Hall of Records Commission Meeting Minutes, November 16, 2015
http://msa.maryland.gov/megafile/msa/stagsere/se1/se14/000000/00004 3/hrcfall2015minutes.pdf

Special Meetings, Advisory Boards & Celebratory Events

November 18, 2015: Maryland State Archives hosted a public lecture and book signing with Gregory
and Nicole Priebe, authors of "Forgotten Maryland Cocktails," in conjunction with the exhibition from the
James H. Bready Special Collection at Casewerks Gallery, Baltimore.

December 4, 2015: Archives staff presented the State House by Candlelight Holiday Program.


http://msa.maryland.gov/megafile/msa/stagsere/se1/se14/000000/000043/hrc_spring_2016_attendees.pdf
http://msa.maryland.gov/megafile/msa/stagsere/se1/se14/000000/000043/hrcfall2015minutes.pdf
http://msa.maryland.gov/megafile/msa/stagsere/se1/se14/000000/000043/hrc_spring_2016_attendees.pdf

March 11, 2016: Baltimore City Archives hosted a meeting of the Maryland Historical Records
Advisory Board

March 19, 2016: Archives staff hosted the public program for Maryland Day at the Maryland State
House.

March 30, 2016: Archives staff hosted the Opening Reception for the Miller Senate Office Building
Exhibits.

May 2, 2016: Special Collections and University of Maryland Libraries co-hosted a Newspaper
Wikipedia Edit-a-thon program at Maryland State Archives’ electronic classroom.

Mr. Steele moved to approve the minutes as drafted and recognize the special meetings of the
Commission, seconded by Dr. Ridgway. The motion was unanimously approved.

Records Retention & Disposal

Retention Schedules:
http://msa.maryland.gov/megafile/msal/stagsere/se1/se14/000000/000043/hrc_retention 6-

14-2016.pdf

Disposal Certificates:
http://msa.maryland.gov/megafile/msal/stagsere/se1/se14/000000/000043/hrc_disposal 6-

14-2016.pdf

Ms. Baringer noted that, since the last meeting of the Commission, 21 schedules had been approved
by the Maryland State Archives and 18 by the Baltimore City Archives, Two hundred and thirteen
disposal certificates were approved, with 165 coming in through the electronic website.

Mr. Steele moved to approve the Records Retention Schedules and Disposal Certificates as presented,
seconded by Ms. Robertson. The motion was unanimously approved.

State Archivist's Report

Noting that an organization’s priorities could best be seen in the activities of its staff, Mr. Baker
directed the attention of the meeting to the chronology of staff outreach at:

http://msa.maryland.gov/imegafile/msal/stagsere/se1/se14/000000/000043/hrcspring2016ch
ronology.pdf

Plats.net Roll-Out

Mr. Baker reported the first major overhaul of the plats.net system since its implementation in
2001, and asked Ms. Sheads to provide a demonstration of the system. Ms. Sheads
emphasized the inclusion of multiple image formats to meet the needs of a diverse user
community, the ability to retrieve a mid-document image, and the improvement of user
education functions. Functional requirement development with the surveyor community and the
Circuit Courts was central to the site’s overhaul and that, along with extensive testing prior to
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the “go live” day, resulted in a rollover to the new system that was as seamless as anyone could
have hoped. This developmental dialogue has also led to a review of the process by which
plats are recorded. Today’s surveyor creates a plat using computer software which, among
other things, embeds metadata into the digital plat. Recordation, however, requires that the
surveyor then print the plat to paper, thereby losing this valuable metadata. The Archives then
rescans the recorded plat into digital format for display on plats.net. Mr. Baker noted that this
was a good example of a fairly straightforward record series becoming more complex over time.
Mr. Swanson added that plat legislation was often over 70 years old, enacted at a time when
surveyors labored over a drafting table rather than a keyboard. Ms. Sheads said that she was
hopeful that the partnerships formed in the overhaul of plats.net will result in a concerted effort
to rationalize the recordation process, making it more efficient and preserving the valuable
metadata contained in the original digital record.

Records Management Practices

Mr. Baker emphasized that the two most important priorities for the Archives were outstanding
customer service and a back-to-basics focus on the centrality of good records management
processes. He noted that the Archives and the Records Management Division had experienced
some challenges in recent years with the marked decline in the quality of agency records
management practices, particularly in the areas of records scheduling and description. Ms.
Baringer then provided details of those challenges, noting that the turnover in agency staff has
often resulted in the loss of institutional knowledge in the preparation of proper records
inventories, how to include appropriate staff from across the agency in developing accurate and
well-articulated retention schedules, and how to appropriately target records for transfer to the
Archives. The result has been retention schedule record series descriptions and inventories that
are too vague and incomplete to permit thoughtful appraisal decisions, agency requests to
transfer non-permanent records to archival custody, and a general lack of understanding that
the inventories and indexing necessary to provide access to permanent records in perpetuity
must accompany, or even precede, the actual transfer of records. There appears also to be a
general lack of knowledge as to whom among an agency’s senior staff needs to be consulted to
ensure well-thought-out and complete records management decisions.

To address these challenges, the Archives and the Records Management Division have
revitalized their relationship and have agreed to some key action items to focus on:

e Review and update records management forms and make them available for electronic
review.

e Strengthen best retention practices guidelines and create model schedules for common
record types.

e Review current COMAR records management regulations and, if necessary, make
recommendations for update.

e Consider ways to strengthen records management activities within agencies, including
possible legislation, as outlined in our 2015 JCR report to the budget committees.

Mr. Baker acknowledged the efforts of Michael Swygart of the Records Management Division in
working with the Archives to address these issues. Mr. Baker also discussed the growing



complexity of records created by government. Using the example of adoption records, with five
or more agencies involved in the creation of records in each case, Mr. Baker related how
employees might understand the individual record created by their agency but not the larger
context of its place within the adoption record series. Mr. Baker noted that the Maryland
Judiciary has always done a commendable job in including knowledgeable senior staff in the
records management process.

Professional Organization Involvement

Noting his commitment to participation in the Archival community at the regional and national
level, Mr. Baker asked Ms. Bachmann to highlight Archives’ staff members’ involvement with the
larger community. In this time of “more work less staff’ Ms. Bachmann emphasized the
importance of having a network of colleagues to call upon for their expertise and support.
Notable participation included:

e Vicki Lee, head of Conservation and Preservation, is currently president of the Potomac
Chapter of the Guild of Book Workers. The Archives hosted the Chapter’s Artist Book
exhibit “Life Along the Potomac," and was the venue for the Chapter's hosting of Girl
Scout Troop 4959 in their completion of the Artist Book badge. Ms. Lee is also a
member of the Foundation of the American Institute for Conservation National Heritage
Responder (FAIC-NHR) team as well as co-chair of the Working Group. She has been
mobilized to Haiti, Germany, and locations within the U.S. in response to disasters that
have threatened historic and irreplaceable records. As an educator she provided
training at the recent American Institute for Conservation of Historic and Artistic Works
Conference in Montreal on "Building Emergency Response and Salvage
Decision-Making Skills" as well as participating in a panel discussion on health and
safety precautions during a disaster deployment.

e Maria Day, head of Special Collections, is active in the Mid-Atlantic Regional Archives
(MARAC) Conference. She is serving on the Local Arrangements Committee for the Fall
conference here in Annapolis and is also scheduled to participate as a panel member at
the conference. She has recently been elected to serve on the Scholarship Committee.

e Allison Rein, from the Special Collections department, is serving on the Program
Committee for the Fall MARAC conference.

e Tim Baker is serving on the Program Committee for the upcoming joint conference of the
Society of American Archivists and the Council of State Archivists. Mr. Baker has also
been nominated to serve on the Executive Board of the Council of State Archivists. If
elected to this office, he will serve as Vice President for the first year, then as President
for the following year, then as immediate Past President.

e Rob Schoeberlein serves as the Chair of the Library Committee of the Maryland
Historical Society and serves on the Friends Advisory Council of the Albin O. Kuhn
Library, University of Maryland Baltimore County.

e Elaine Bachmann serves on the Collections Committee of the Maryland Historical
Society and on the Board of the Society of Winterthur Fellows.

In addition, The Friends of the Maryland State Archives has initiated a program to support
Archives’ staff professional development by underwriting some of the costs of attendance at
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